How to Create a User Account in the Casual Tutor Recruitment
System (CTRS)

Go to the Faculty of Arts casual academic staff recruitment page at
http://arts.unimelb.edu.au/engage/work-with-us

€ | @ arts.unimelb.edu.au/engage/with-with-us < search wa & #

) Most Visited {_| Getting Started | | University of Melboume {_| HR 3] Arts Intranet 4 Immigration { i Finance and Planning... | Themis {_} HR forms &3 Policy Library | | University of Melbourne £ Knowledgelink Comm... “ Calculator: Addto ors... i | HR Toolkit {_| Handbook

# Faculty of Ats / Engage withus / Work with us Q =
e seanch ey

THEUN
MELBOURNE

Work with us

ON THIS PAGE

Welcome to the Faculty of Arts casual academic staff recruitment

mportant dates for 2017

Position description page.

Application

IMPORTANT DATES FOR 2017

Casual academic tutoring

Contacts Study period icati open licati close i i Teaching starts
Summer 17/10/2016 11/11/2016 19/12/2016 3/01/2017
Semester 1 3/01/2017 20/01/2017 13/02/2017 27/02/2017

Scroll down the page and select the “Apply Now” button

APPLICATION

APPLY NOW

Please note: To apply for available positions follow the 'Apply Now' link and create a user
account in the Casual Tutor Recruitment System (CTRS). Through the CTRS you will be able
to upload your credentials and select the subjects for which you would like to be considered

Your application must be lodged through the CTRS to be considered

SUBJECTS FOR WHICH WE ARE CURRENTLY RECRUITING

+__Asija Institute
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http://arts.unimelb.edu.au/engage/with-with-us

At the top of the screen select the link to “create a CTRS user account”

Casual Tutor Recruitment System

The Casual Tutor Recruitment System (CTRS) is used by the Faculty of Business and Economics (FBE). the Faculty of Arts (Arts), and the Faculty of Architecture, Building and Planning (ABP) in The University of Melbourne fo recruit futors. It also

aliows you fo access your fimetable and class fists once you are employed.

Username:
Password:

Account Type: | Staff ’:1

Forgot your username and/or password?

k here If you are using @ non-stalf account

« Click here if you are using your University of Melboume staff account.

Need Help?

« Technical Support

Complete the fields on the screen (all fields are mandatory) before pressing the “Create Account”
button

Casual Tutor Recruitment System

Create a CTRS User Account

Please complete the form below to create a temporary account.

Family name:
Given Names:

Email Address:
Confirm Email Address:
User Name:

Enter the characters below:

© Create Account (3 Cancel

When your account has successfully be created you will see the following confirmation screen. An
email with a temporary password will also be sent to the address you provided. Click the link to
return to the CTRS login screen.

Casual Tutor Recruitment System

Create a CTRS User Account — Success

Your CTRS user account has been created.
Please use the username you provided to login. Your password has been sent to the email address you provided. You should receive this email shortly.
If you are successful in your application, you will be given a University of Melbourne staff account.

Return to the login screen.
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Example of email sent with temporary password to CTRS

LG9 0 e CTRS - External Login Confirmation - Message (HTML) -
Message | HPRecords Manager  Adobe PDF
- 3 % B Meeting |23 Finance Ops Ne.. ) To Manager 33 S Rules v » B Y a}’ A Find €
3 Junk - QA G S Teamemal o Done U] Flonenote | o RyRetatea~| ¥
Delete | Reply Reply Forward B, More~ | | Move Mark Categorize Follow | Transiate Zoom
i 2 Cl Reply &Delete 7 Create New || M B adions + | umresa e Mg SAte N Setect -
Delete Respond Quick steps 5 Move Tags ;) Editing Zoom
From CTRS - Account Confirmation <noreply @uninel,edu.au> Sent:  Fri7/10/2016 9:37 AM
To: AtsHR
e
Subject  CTRS - External Login Confirmation
&
Dear Arts,

Alog in has been created for you in the Casual Tutor Recruitment System
Yourlog in details are as below.

Username: ArtsHR

Password: emowxn

Account Type: Non-Staff

Please go to http:/wwiw.online fbe unimelb.edu.au/ctrs/ to log in.

Good luck with your application.

Return to the CTRS Login screen and login using the details that have been provided to you in the
email. Please note that the very first time you access the CTRS system you will have a “non-staff
account”, even if you have previously worked at the University before and are using a University of
Melbourne email address to register.

Casual Tutor Recruitm

The Cosual Tutor Recruitment System (GTRS) is used by the Faculty of Business and Economics (FBE). the Faculty of Arls Arts), and the Facully of Architecture, Building and Planning (ABP) in The University of Melbourne fo recruit futors. If also
allows you to access your fimetable and class lists once you are employed.

To log into this system, you need to have a CTRS user account. If you do not have one, please click here to create a CTRS user account.

Login

Username:
Password:

Account Type: | Staff B

Forgot your username and/or password?

« Click here if you are using @ nen-staff account.

« Click here if you are using your University of Melooume staff account.
Need Help?

+ Technical Support
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You will be prompted to update your profile. Please note that the fields marked with red asterisks
are mandatory.

Casual Tutor Recruitment System

S [ocon o)

Home > Update Your Frofile

Update Your Profile

Personal Details
Please enter your personalinformation below. * - indicates required field

Family name:  + Human Resources
Given Names: At
Title: [Please Selecl] [z

Date of Birth: =
Staff ID (if applicable):
Note: if you worked at the Melbourne University, please provide us your & digits Staff ID.
Student Number (if applicable):
Home Phone:
Work Phone:
Mobile Phone:
Note: If you are applying to teach into a subject run by the Faculty of Architecture Building and Planning, you are required to provide a telephone number.

Email Address: arts-hr@unimelb edu.au

Citizenship: [Please Select] [=]

© cancel  © Next

Casual Tutor Recruitment System

Logged in as: Arts Human Resources LoGouT @

Home > Update Your Profile
Update Your Profile

Past Experience and Current Studies

Please provide information about your past tutoring experience and current studies. * - indicates required field

How many hours  week are you available? [Please Seleci] [+
Is this your first time tutoring? No []
You are : [Please Select] [<] ¥ Other, enter detaits of your current studies below

3 Cancel © Back © Next
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Upload copies of your resume and student transcript of results.

Casual Tutor Recruitment System

THE UNIVERSITY OF
MELBOURNE

Logged in as: Arts Human Resources LoGout &

Home » Update Your Profile

Update Your Profile

Upload Your Resume and Results

Resume File
Your resume must show all previous tutoring experience
+ Only Word (.doc, .docx) and PDF (.pdf) files accepted

Files Nofile selected Click on the Browse button to select a file from your hard-drive

OV file not yet saved

Student Record File
Student Records are not mandatory i you have over 2 years tutoring experience
+ Only Word (.doc, .docx) and PDF (.pd) files accepted

File: No fle selected Click on the Browse button to select  file from your hard-drive

Student Record file not yet saved

@ Cancel = @ Back  © Next

Review your details before saving.

Casual Tutor Recruitment System

Logged in as: Arts Human Resources LoGouT @

Home > Update Your Profile

Update Your Profile

Summary
Below is a summary of the information you have provided. Click Save ta update your profile, or click the Back to revise your profile.
Family name: Human Resources
Given Mames: At
Title: or
Date of Birth: 0170171300
Staff Number: -

Student Number:
Home Phone:

Work Phone:
Mabile Phone:

Email Address: arts-hr@unimelb.edu.au
Citizenship: Australian/New Zealand Gitizen
Hours Avaliable: 40 per week

First Time Tutoring:  Yes

Current Situation: Not Currently Studying
Resume: Excel Topics. docx No file uploaded yet
Student Record: No new file provided No file uploaded yet

© Cancel | @ Back | © Save
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Your profile has now been created and saved in the CTRS system.

Casual Tutor Recruitment System

Logeed in as: Arts Human Resources LoGoutr ©

Home > Update Your Profile

Update Your Profile

Profile Details Saved

Your profile has been updated successiully.

You can nominate subject preferences using the linkis) below.
Department of Management & Marketing - Semester 1, 2017
Department of Management & Marketing - Summer Semester, 2017

Note: If you are applying for positions in more than one department, you must apply for positions in each department using a separate application form.

Click on the button below to return to the Welcome screen.

Return to Main page

If applications are currently open for the subjects you are interested in you can start preparing an
application, please refer to the Lodging an Application reference guide for step by step instructions.
You are also able to update your CTRS profile at any time and instructions regarding how to do this
are available from the Updating your Profile and CV reference guide.

Casual Tutor Recruitment System

Logged in as: Arts Human Resources
Welcome

Thank you for accessing the CTRS. Please click the relevant link below to proceed.

» Update/View Your Profile (Last Updated: 7/10/2016 9:57:19 AM)
» Transfer To Unimelb Staff Account

Note: if your staff account is available and would like to fransfer your CTRS account fo it, please click the Transfer To Unimelb Staff Account link to proceed.
SEMESTER 1, 2017 OPTIONS

Apply for positions in

From To
Department of Management & Marketing 29/09/2016 28/10/2016
SUMMER SEMESTER, 2017 OPTIONS
Apply for positions in From To
Department of Management & Marketing 29/03/2016 28/10/2016
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If you have registered your CTRS account using a University of Melbourne staff email address you
may wish to transfer your CTRS login details so they are the same as your staff login name and

password.

To do this, select the Transfer To Unimelb Staff Account link.

Casual Tutor Recruitment System

ot e v it

Welcome
Thank you for accessing the CTRS. Please click the relevant link below to proceed.
» Update/View Your Profile (Last Updated: 7/10/2016 9:57:19 AM;

» Transfer To Unimelb Staff Account

Note: it your statt account is available and would like to fransfer your CTRS account to it, please click the Transfer To Unimelb Staff Account ink to proceed

SEMESTER 1, 2017 OPTIONS

Apply for positions in From To
Department of Management & Marketing 29/09/2016 28/10/2016
SUMMER SEMESTER, 2017 OPTIONS
From To

Apply for positions in

Department of Management & Marketing 29/09/2016 28/10/2016

When prompted enter your University of Melbourne staff IT username and password.

Casual Tutor Recruitment System

Logged in as: Jen Cocks Locout ©

Transfer CTRS Account To Unimelb Staff Account

Please enter your Unimelb Staff Account details to proceed.

Username:

Password:

© Continue ) Cancel
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You will receive the following confirmation screen once this has been completed. When logging into
the system you will be able to use your staff login details. Just make sure that you select “Staff” as
the account type.

Casual Tutor Recruitment System

Logzed in as: Arts Human Resources L060UT ©

Transfer CTRS Account To Unimelb Staff Account

Your CTRS account has been successfully fransferred to your Unimelb staff account.
Now you can log into the CTRS using jae as your usemame and select Staff as the Account Type.

CTRS Home
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